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How to talk about time

9

to

Timetable -
Working week
Working day
| Fridays
Lunch break

1 Do you do any of these things? How often? | Holidays -
* take work home - Christmas
* work more than fifty hours a week : Easter
* go info the office on Saturday _ Summer
» forget to take holidays
* go to the office early

Working conditions — Office staff

Expressions

“1 Tom is the manager of a small team at
BAB Ltd, a medium-sized manufacturing
company. The company has just announced
new working conditions. Tom is reporting the
news to his staff. Listen and mark the changes

the present timetable below.

=t

29 hours
start 09.00 finish 18.00
start 09.00 finish .00

Monday to Friday
Minutes L0 13.00 to 14.00

National holidays + % days
National holidays + 2 days
20 holiday days

July - September

* go without lunch
* work late

Speaking

1 Complete these notes about the working
conditions in your company or country and
then explain them to your teacher. Ask your
teacher questions about their working
conditions. Are they the same?

Working week e IOUCS

Working day(s)  start ... finish .

Lunch break [P 1111117 )% SR (+ T

| Coffee breax morning ... afternoon ... |
@ | Molidays ...
Annual number ... working days
| Usual month(s)

| National holidays

|
|
B TIPS e ww’“‘”m*’“wwww@“':"*‘% AR et
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Hint

Use the past form of have fo for a past obligation.
Did you have to change the budget?
We had to finish the project in December.

Writing
4 Isabel now answers questions from her 1 You work for Spotlight. Isabel asks you to write a
colleagues. Listen and complete the i summary of the Portugal Homes campaign with
sentences. information about the results. Take the information

you need from Expressions. Write about 100 words.

1 Did you have to change the
7
2 Did you finish the project 7
3 Justl We had to finish the campaign for
the in December.
4 s the client with the
)

5 Yes, they are. Sales have increased
%, They have sold
than 350 holiday homes
since January this year.
6 Voice 3 Have you finished your work with
the client?

Isabel Not

| Lesson record i
Compare the following sentences. 1 3new words 3 useful phrases |
Did you meet the client last week? (= There j from this lesson from this lesson i
was a meeting. This meeting Is finished.) I P ——————— . —
Have you met the client before? (= Is this, or 1 2 2 |
w“l mls be' your ﬂrst meeﬂng Wifh 1he C“en??) BesssssssnssssaRsientireRans B T T P R P PP P T TP PP PP PP PEP PP
They visited six countries last year. (= Last year T — S ————
is finished. The number of countries is final and | i
cannot change.) y Things to remember 1
They have visited more than eight countries [ I
since January this year. (= They can visit more
COUn"ieS = The number mighf increase.) l ........................................................................................................................ I
hoak Ml e A
ek agcin of lilening scriph 10.2 and 103 g |
on page 116. Find more examples of the past B RS e e 1
simple and the present perfect tenses. | i
1 I
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How to talk about future projects

In this lesson y e Expressions
C 1 The Royal Hotel Group is building a

new hotel complex on the Riviera Maya

in Mexico. William is the manager of the
project and Tony is the managing director
of the company. Listen to their conversation
and complete the notes that Tony takes
during the call.

future projects.

Starter

1 What is your idea of

on the beach
doing some sport
relaxing in a nice pl

Speaking

1 What will you be doing, and what do you
think will be happening in five, ten, or fiffteen
years' time? Discuss the following personal
and general points with your teacher.

. thesamecompany? ;  ,--ceccccmacanaaaan
e WP e b 4 . retiring at fifty-five? ,

.
[}
- B -

working from home

{ the same hobbies? ‘;
with a computer?

~

- -

-

’

: working thirty hours a week? : pt e Hmm— "
USRI . SR . A ———— ; thesame job? |

s Manmamm= ~ -

~
~ !
-
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How to start and end a conversation

Expressions

1 Find five mistakes in the dialogues in
Starter.

Listen to check your answers.

Learn Elaine's part in each of the dialogues.
Close your book and role-play the
conversations with your teacher.

4 Listen to the end of the conversation and
answer the questions.

: : - et 1 When does Harriet have to finish the flyer?
PIGRNS I 116 CONGCT GFEMN. : 2 What is Elaine going to do next?

2 How often do you have problems getting
through to people?

d

-

(®)] Speaking Language box

_E 1 Role-play the following situations using the Some verbs are often followed by another verb.

cC language from Expressions. In some cases we use the infinitive with fo after

(@) 1 You want to ask Hans Merschoff to the first verb:

¥ et design some new software for your They'd like to have an answer by tomorrow.
March. First ask the receptionist for Hans, y

Q and then tell Hans what you want to talk We forgotto bl s o

q, about, Finally end the conversation, After modal verbs, like can and should, and

e saying you will send him the after will, we use the infinitive without fo. Modal
specifications by email. verbs are auxiliary verbs which indicate a

2 First, you are a receptionist, and you put function like permission, possibility, or ability.

through a call from your teacher to He can't get through to his colleague.
Kioko Younie. Then, you are Kioko Younie. You should receive the document by j
Talk to your teacher about a poster you tomorrow. 1

have said you will design. Arrange to call
your teacher back at the end of the
week with your ideas,

I'l get back to you by the end of the week.
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Hint .
Whenmwunttougreawmrsonmmduﬂnguphoneeonvarsuﬂon,meuni
use the following words as an alfernative fo good: nuhi ﬂnnma i
Right. I'll make sure | call before then. an
~ Fine. I'll send you the details by fax.
emrlleaumnsoon«tm{t

i Writing
5 Complete the sentences with the words !
used for ending a phone conversation. E 1 You are Elaine and you have the same problem

i getting through to Harriet another day. Complete the
email to Harriet explaining what happens every time
you fry to call her. Use as many modal verbs and
phrasal verbs from Expressions and the Language box
as you can.

1 Fine.llsendyouanemail

then,
2 Thanksfor

3 Don't forget to call me if you've
e GIBOUE myemal,

4 RightWe'llspeak _ then.
5 OK.I'll call you - 5.00.

Hi there Harriet,

6 Match each of the phrasal verbs put through,

get through, and hold on with its definition. | seem to have a problem trying to get through to you on

the phone. Every time | ask for you ...

1 _ towaitonthe phone

2 . to reach someone by
phone

3 . toconnectone person to
another

| just thought you should know about this.

Regards
Elaine

Lesson record
After have fo and be able fo we use the 3 new words 3 useful phrases
infinitive without fo: from this lesson from this lesson
She has to finish the project by Friday. ) [ T —
We weren't able to contact you yesterday. 2 2

Look again at listening scripts 21.1 and 21.2
on page 120. Find more examples of verbs
followed by the infinitive with to, and modal
verbs followed by the infinitive without fo.

Things to remember
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How to leave a voicemail message

In thi ' : - Xpressions

lcmguage for leavi ' Ellis Harper is having a meeting at 12.30. He
v Oi cem Oil me i " Is not in his office. Listen to the messages on

his voicemail and answer the questions.
1 What time is it?
2 Why is the speaker late?

3 Isit necessary to return the call?

Starter

1 How can

Speaker i Reason Return the call?

Now listen again. Which message are these
expressions in?

Message Expression

Hi Ellis, John here.

'
'

'

i

i

'

'

'

]

'

'

l —
]

]

1

i

i

]

i

] 2
i

]

]

Just S0 you know

Ells, Its Rose.

Just to tell you ..

2 Are you ever late? Why?

(®)) Speaking Language box
E 1 You are Ellis Harper returning Sam's Some verbs, called stative verbs, cannot be
= call in Expressions. Sam does not answer used in the present continuous when we refer
o his phone so leave him a voicemail to actions happening at the moment of
o~ message. Tell Sam there are usually some speaking. Some stative verbs relate to feelings
parking spaces in the street behind your or emotions, e.g. hate, love, like, and want:
% Ofﬁce. Make a Commenf GbOUT How do you “ke your new }ob?
everybody being late for the meeting. i :
E Finish the message. It's Monday and | don't want fo go to work.
il Other stative verbs relate to mental activity, e.g.

know, mean, understand, and remember.

She understands the problem and she’s
dealing with it right now.

| don't mean to be rude, but | don’t
remember your name.

business one : one




Hint

We use the twenty-four-hour clock to talk about timetables.
The plane leaves at 14.45.

We pronounce 16.00 as sixteen hundred hours.

In normal conversation we can also use digital fime, buf
we do not usually use the twenty-four-hour clock.

. Writing
3 Write the expressions from 2 under the 1 Read the following note from a colleague. How is it
correct heading below. i different from a more formal letter?
ti Ahmed,
E _ cos have doctor's
E will be \ate fomorrow aould be here

appointment at 430 am.
Ppﬁ)ao, but if not can you

ready for meeting at W
Thanks

aet documents

Chris

T T ———
e I

2 Think of a reason for being late for work tomorrow.
: Write a short note to your colleague to explain. Ask
: them to do something for you while you are away.

i

| Lesson record 1
The verbs have and think are stative verbs I 3new words 3 useful phrases |
which can also be used in the present § from this lesson from this lesson )
continuous, depending on their meaning. 11 1 I

My b i Gl ke o S
Mireia is having coffee right now. b N s B i1 D
| don't think we're going to finish the report [ | 1
on time. - Things to remember I
They’re happy because they're thinking I g

about the holidays. i

, Look | I
Look at listening script 22.1 on page 120. Find 1 )
| more examples of stafive verbs. i "
i 1
1 1
oo o oon oo oo oo oo oo oo e e e o e o owm ol
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Starter
1 What tele

I'm afraid
Olympia Patel
doesn't work
here.

Mr Cybulska?
Are you there?
Mr Cybulska_?

How to deal with telephone problems

I'm sorry,can §
you speak more &
slowly, please? &=

Listen to Kiko take a difficult call. What
problems does she have? Does she deal
with the problems well?

omplete the sentences with words for
ealing with problems on the telephone.

1 I'm sorry, who's ? Can you

I'm afraid
I can't hear
you at all.

got another

repeat __ _, please?
; 'm___ Istildidn’t
______your name. Could you
it again, please?
3 ___mea A've

: 4 Sorry . that. What can |
; for you?
: 5 'm_ | can’t hear you.

6 | think we got

7 Thanks.I'll _ you straight

XX

1

o)
=
-
O
K o
o}
2
2

Speaking
B 1 You work with the following people:
Paula David Karen
Thoma Alan Maria.

Your teacher will call each of your
colleagues in turn. Answer your teacher
depending on the number you throw on
the dice.

business one : one

The cdller says something you cannot
understand. (Continue the dialogue)

It iIs @ wrong number. (The call finishes)

You do not recognize the caller.
(Continue the dialogue)

You are cut off. (The call finishes)

Your phone rings with another caill.
(Continue the dialogue)

You connect the caller to someone else
in your office. (The call finishes)




Hint

When we fry fo fix a problem, but the problem
confinues, we use still. Still shows that there is no
change in the problem.

The computer’s not working. I'll just change the
cable. No, it's still not working.

Writing
3 Look at the telephone dialogues. Correct 1 Look at the note below. What does Luc ask Sara to do?

the receptionist's rude responses. ;

1 Caller I'd like to speak to Matti, please.
Receptionist There's no Matti here.

2 Caller Ich méchte bitte mit Claudia Wi Sara,
sprechen. : Ul od i e office
Receptionist What? i s 00ry, but V1 1ot 4019

3 Caller Oh hello. lt's Mehmet here. | OMOTTOM. elophone
Receptionist Who? § Could {ou answer (|

4 Caller It's about the project. , for me, Please? wednesday
Receptionist Wait. | have to answer the Thanks a \ot. dee YU ost
other phone. :

5 Caller Hello, it's Mehmet again. We were :

' Lue
speaking a minute ago. : ‘ '
Receptionist What happened to you? M
6 Caller | wanted to talk to Stuart about the ‘
JWI111. ;

Receptionist | don’t know what you're
saying.

2 Imagine that you are not going to be in your office
tomorrow. Write a note to a colleague to ask them to
do something for you.

2 . i
© 4 Now listen to check your answers. H

Look

; Look again at listening script 23.1 on page 120. Find
| more examples of can and could for requests. There is
one other use of can in the listening script. What is it?

Language box | Lesson record 1
When we ask for something, we often use the I 3new words 3 useful phrases 1
construction Can | have ... 1 from this lesson from this lesson 1
Can I have your name, please? } N Y o 1
Can | have a contact number, please? 1 2 2 I
If we want to sound slightly more polite, we can 1 3 3 y
m me form cou'd R
Could | have your bank details, please? o T — ¥
Could | have an email address, please? ! !
We also use can and could to ask someone to ! I
do something for us: | S
Can you speak more slowly, please? | B |
Could you repeat that, please? 1 |
We use can when offering to help other | ]
people: 1 i
Can | get you anything? I j
| e e i S —— |
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How to make a follow-up call

exclusive restaurant for your company
celebrations

delicious five-course meal

accompanied
by a superb selection of the best wines

live entertainment by Comedy & Co.
Incorporated

to follow, champagne, chocolates,
and chill-out music

€150ahead

%'mchokehean

Speaking

1 Choose one of the other events in Starter.
You have already telephoned the place
once to find out about the price and the
main attractions. Think of three follow-up
questions about:

+ food / drink
* entertainment
* price

telephoning

2 Role-play a telephone conversation
with your teacher and ask your three
questions. You are the person organizing
the celebration, and your teacher works
for the venue you choose.

business one : one










Have you ever forgotten to pass on a
message? What happened? '

Find six mistakes in the dialogue.

Erin  Could | speak to Yann, please? |

Receptionist I'm afraid he’s on a meeting !
right now. | gave him a message? !

Ern  Yes, please. It's really important he gets
it.

Receptionist Don't worry. I'll pass it on as
soon as he finishes, Who | say called? '

Erin  This is Erin McCabe from Head Office.
Can you tell to him that the meefingon |
Friday in Brussels has been cancelled? ;

Receptionist Brussels meeting Friday
cancelled ...

Zrin  Can you ask him to call back me as
soon as possible?

Receptionist No problem. Do you give me
a contact number?

guage box

use ask and fell when we leave a
age for somebody. We use ask with

Cion you ask her if she got my emaill?
Could you ask him when he wants the report?

somebody information:
him (that) | can’t come to the meeting on

e fold me (that) she was ill.

we want somebody fo do something, we
+ person + infinitive:

Meose ask him to send me a fax,

also use fell + person + infinitive:
~on you tell her to call me in the morning?

r—-—-—--——--

Hint

We can say fiffeen minutes or quarter of an
hour. Similarly, thirly minutes is half an hour,
forty-five minutes is three quarters of an hour,
and ninety minutes is an hour and a half.

Writing
1 We often omit words when writing messages. Look at
the messages in Speaking. Which words are omitted?

2 Write a message for conversations 1,2, and 4 in
listening script 25.1, omitting the words which are
not necessary.

-
rQ:“
" 4

-

LA BAkas
* T AERAD THENRE AL N A MeeTing..."

Look

Look again at listening script 25.1 on page 121. Find
more examples of ask and fell for leaving messages.

Lesson record |
3 new words 3 useful phrases 1
from this lesson from this lesson i
Vo 1 |
- 2 - |
L = |
i

i

i

i

i

ai |

|
........................................................................................................................ I
i
e e |
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Can they speak?

1

situations? Why / Why not?

Speaking

B 1 Role-play a conversation with your teacher
for each of the situations in Starter. When
your teacher calls, roll a dice and look at
the number below to find out how to
respond.

polite - can’t talk
informal - can’t talk
informal - can talk
polite - can talk
informal - can’t talk

telephoning

OO s WN -

you choose how to answer

54 business one : one



%

©52 Now listen to two more responses. Are they

more or less formal than those in 17
3 Put the phrases in the correct column in the
table below.
a Call me back in an hour, OK?
b No, I've got plenty of time.
¢ No, you're not disturbing me.
d [I'll call you right back.
e No, it's all right. | don’t mind.
f Can't talk right now.
g

Would you mind calling me back this
afternoon?

h How can | help you?

When you can speak

Language box

We use the present continuous to talk about
actions that are happening at the same time
as we are speaking:

Who's Imelda talking to?
They're discussing the budget for next year.
When we want o emphasize the time that we

are referring to, we can use the expressions
right now and at the moment:

He's leaving the office right now.
What are you doing at the moment?

We can also use the adverb just:
I'm just getting info the lift.
We're just coming through the door.

e .
We use the word plenty fo mean more than enough:
Don’t worry. We‘ve got plenty of fime to get fo the

We've got plenty of sandwiches, so piease don't
order any more. T

Writing
1 Look at the text message your colleague has sent
you. Do you understand it?

2 Are the following necessary or unnecessary in a text
message?

e correct spelling
¢ complete words
® pronouns
* punctuation
* opening and closing expressions
3 Write a text message of your own to reply to David.

Explain you are in a taxi, because your car has
broken down, and you will be about ten minutes late.

Look

Look again at listening scripts 26.1 and 26.2 on
page 121. Find more examples of present continuous
with at the moment and just,

Lesson record
3 new words 3 useful phrases
from this lesson from this lesson

Things to remember

o
(5,
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e - SN N . 2 Fees s - H
| Leave a i You call a I 1 You call a British ¥ 1 Your colleague b ks
I message on r wrong number. ! I company, but i I is having lunch. i i
I a colleague’s | ! Apologize and i ! the receptionist t ! Lleave a Oy
: voicemail, : : end the call. : : doesn’t ; ' message with :
; Checking they i ; i ; understand you » ; the receptionist to | ;
y have received I ‘ I ; af first. Spell your ; say when @
1 an order. i ] i ; name for them. ; 1 you'll call back. i :
I ' ! [ | i ' [
i ! i t | : i b |
' # i ] l i ¢ ik
L 4 B o oo o o e o o <4 e o e o e e . Bl e g - PR— [
- W YN B " Y % Y T [ - @ . - - - e g
1 Your colleague I I Youcalla [ ! Apologize to a ! A colleague calls 1 5
! answers the ) I colleague, but ! ! caller for cutting ! you, but you're A
| phone, butyou | | they don’t : | them off. f driving. Tellthem | !
; have abad line. ; recognize you. " i i when you’ll call g =3
1 Offer to send b 1 Explain who ! i | 1 them back. 0.
I an email. i I you are. { ! i ! &
! ! | ; ! | i
1 i I 3 g : e
I B I i ! ] |l
1 I f I i I i :

i | i | I i i ! i
rl | SR L A F] e i I ——— 4 B o o e om o o e il .:
3 P " e’ Pl e gl
1 Interrupt your call 1 I Acceptacall I ! Leave a 1 Phone a supplier. |
! to take another i I on your mobile. I I message on I Explain that you 5
: call. Apologize : : You've got ten : ! your colleague’s ! phoned them last ! !
; aOfteryou take it. ; minutes beforea ; voicemail, , week about some |
i i y conference call. 1 explaining why 1 new posters. 3
i t i i I you're going to i i
| i | ' I be late. i | !
1 i i 3 3 i ; b (s
! i J I i i 4 i !
i ! 1 I i ! ¢ [ RRT:
] i i ] i i E
B me v o en s s s e oL e g e e e e . o+ e oo o o e e o o e e o | L e ———— :
A T S T - " Y- TR T - | o e e -
1 Ask to speak Calla colleague 1 1 Call a client I 1 Your colleague is 1 E
I to the Human abroad and i I to ask if they ! I sick. Answer their |
; Resources : | arange a : | are interested : ; phone and take a |
y manager and " ; meeting fornext y in an offer you | ; message fromthe , !
y explain to the } 1 week for when you | 1 sent them last 1 caller. i i
I receptionist I 1 visit their office. f I week. i 1 1
: what you want. : : | ! i :
i / ’ ;
1 : ! 1
i i [ ) '
R S —p— 4 S ———— | S —— i
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Hint

To say what your role in the company is, you can use the person
responsible for + noun / gerund.

I'm the person responsible for purchasing / human resources / logistics.
Can | speak to the person responsible for technical specifications?

Hello,

Dear Sir / Madam,

| understand that your company makes shopping
trolleys. If you can make them to our
specifications and for the right price, we will be
interested in buying some. If you can make us an
offer before the end of this week, please contact
us by email. With 25 branches, the duMidi chain
of supermarkets is a strong regional business in
the south of France, and | am the person
responsible for purchasing. | have worked for
duMidi for ten years. Can we can do business?

| represent duMidi, a supermarket chain with 25
branches in the south of France. | found your
company by doing a search on the web for
companies that make the shopping trolleys that
people take to the shops and carry their shopping
in. We are looking for a supplier in the Far East
who could do an initial order of 1000 trolleys to our
specifications at an acceptable price. If you are
interested in doing business with us, please
contact me by email in the next week to discuss
terms and specifications.

Best regards,
Yours faithfully,
Jean-Claude Lasnier
Purchasing manager

Jean-Claude Lasnier
Purchasing manager

bl

ol

Nl

r-----------—-----1

| Lesson record |

Make for constructing, creating, or building, etc. 1 3new words 3 useful phrases |
Could you make a copy of this? t from this lesson from this lesson 1
Let's make a plan. 1 1 N i et |
Make can be used with two objects: b 2 s T 1
Can you make me a full business plan? 1 3 T i
Some words that go (or collocate) with do: i 1
work ajob business someone a favour 1 1
Some words that go (or collocate) with make: | i
progress anoffer acall arangements 1 i
Look i t
Look again at the emails in Expressions. Find e — I
more examples of make and do. Group them | B |
under the rules in the Language box. 1 !
i 1

b - S S S S S A B B B B S S S A S ‘
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outsourced?
* Cleaning

* Finance

e Security

* Catering

* Human Resources

o [T

Read the definition of outsourcing and look
at the list of company departments below.
Which ones are the most likely to be

How o get information

Practice

1 You will be visiting Luxembourg next
month, and while you are there you would
also like to aftend a talk by a European
Commissioner. Email the Commission
office in Luxembourg to try to arrange
it. Find out:

* if you can bring colleagues

« if you have to pay

¢ |f you need security papers, etc.
* where the talk is

« if you can get the information by
next Wednesday.

business one : one

Language box

We use indirect language to get information
politely:
We would like to know if you are interested.
| would like to know your availability.

Can you tell me if you have the correct
software?

Could you tell me if the specifications are
correct?
We also use indirect language to make
requests politely:

Would it be possible to visit you next
Thursday?

Would it be possible for you to visit our
factory?

Would you be able to give us a discount?



Hint

Let (us) know is a request for information.
If you have any problems with the instaliation, please let me know.
Please let us know if your system has capacity for 500 units.

1 David from Highforce Training left a message 2 This is the email David Owens was going to send to
at Network Solutions about outsourcing Indira Gupta. How could you improve it?
CD-ROM development. Look at the reply and
put the sentences into the correct order.

bezoss o2 S

upa @networksolutio

d.owens@highforcetraining.co.uk o

Dear Indira, a
I'm writing on behalf of Network Solutions. Are you £ @

Dear Mr Owens, interested in working for Highforce? Would you be 4
a_ Secondly, which software should the able to produce one of our interactive CD-ROMs in : ‘

CD-ROMs be able to work with? six weeks, if you receive the complete info from L.
b Would it be possible for you to get us? Furthermore, can you provide the after sales | ” 5

back to me on these questions? service that we need (see Aftersales attachment)? : ;
¢ ____ Firstly, could you tell me if a 1 Highforce are looking for a long-term business 5

specification document is available? i partner in India to outsource this work to and would :
d Thank you for your message about bl like to know your feelings about this. Finally, we :

outsourcing your CD-ROM development. would like to receive a global price for these ;
e ___ This s definitely a project that we services from you. Would you be able to provide

would be interested in. this, please? “
f | hope to hear from you soon. | look forward to hearing from you. |
g However, we would like to have David Owens i

some more details, before confirming Logistics

whether we could go ahead.
Yours sincerely, <9, * 5 .|
Indira Gupta ©3 David checked the email with his boss Marisa, before |
Business Development Manager sending it. Listen to the dialogue and correct his email. ! |

4 Did Marisa make the same changes as you?

r-----------------1

| Lesson record |
We can use direct questions to get specific I 3newwords 3 useful phrases |
information: | from this lesson from this lesson |
What time will he arrive? ' I
What is the budget for this project? 1 2 :
Look 1 3. I
Look again at the emails in Expressions. Find | . |
more examples of indirect language and let us I Things to remember I
know.

t i

1 S |

1 . |

i |

1 ]

i i

i [

e R L R " " |
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Hint Hint

You can also use the verb take to say that you You can start o sentence with please fo make an
will buy something. imperative polite.

If the price is right, I'll take it. Please tell us when you will meet us at the
We'll take it if you can guarantee delivery for hotel.

next week. Please remember to swifch off before leaving.

| Office spaoe for rent in Patras

: Office space for rent inrf?at[s B

Dear Ms lliopoulou,

Dear Sir / Madam,

Thank you for viewing / showing / looking us the
property in Patra. We have decided to take the
premises, for an initial rental period of a year,
beginning on the 1%t of next month. Please send
| us your offer / confirmation / booking, with a copy
of the contract in English. We would like to
accept / pay / sign the contract this week,

pay / receive / sign the deposit at the same time,
and pay / reach / confirm the balance of the first
six months’ rent on the 15! (first) working day of
next month.

We represent a large company based in Aachen,
Germany, which is expanding its operations in
Greece. We saw on your website that you have
oﬂuce space to rent in Patras that we think would
__.Inthe nextweek2
I would like to 3 with my coileague
Ms Uschi Lenz. If it is what we are looking for, |
amsurewecould®

I look forward to heanng from you

Walter Kuepper
Project manager

Regards,

Walter Kuepper

r N I NN SEE EEE BN BN GEE GEE B B BN BN B e e . 1
Language box | Lesson record I
When two words often go together, they 1 3new words 3 useful phrases |
~collocate. Here are some frequent collocations j from this lesson from this lesson 1
- for buying and booking. | 1 I

B o e bbb e G Y e
booking. receive confirmation of a booking. l 2 - I
You can: view a property. develop a property. 1 3 . 1 |
show a property. i |

You can: make an offer, think about an offer, Things to remember

reject an offer, accept an offer. i |
You can: agree On a ) . agr% a I ' i l .......................... I
You can: pay a deposﬁ, pay the balance. l ...................................................... I
Look N ot conomsmaisesacisism s st SR |
I_ook ogain a' me co"omﬂons ln the Lonm I .................................................................................. I
- box. Which ones could be used for booking R e . 1 R . }
something? Which ones could be used for 1 i
| mﬂng or buy]ng something? l ................................................................................... I
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Hint Hint

To be polite, we often begin complaints with The noun form of to complain is a complaint,

| am afraid: Excuse me, I'd like to make a complaint.

| am afraid there is a mistake In the invoice. There has been a complaint about our delivery.

2 Find expressions from the email which match the
meanings below.

| bought (by email) B — Dear Ms Hay,

Ou said you could s ly it
» PRI SRR We booked 25 places on the Coral

Unwersxty summer school Economics | course,
- . The bill has just arrived,
another thing is e E in it. You have overcharged us,
because your bill is for AU $ 87,500,
— for the course, because we have
this is what | want you to do already paid 4 $ 875 per person. In
addition, the course was 175 hours long, instead of

what caused the problem

| think your bill is wrong

tell me what to do

' 200 so there should be ® = 12.5%.
3 A group of students have done a summer course - a corrected bill. Meanwhile, we
at a university. Read their email on the right. What would like you to know that the facilities
four things do they complain about? _ . Firstly, the classrooms seemed to

have no air-conditioning and they were poor

4 Complete the sentences in the email on the right quality. Secondly, they were a long way from the

with the words used for complaining below.

main campus facilites. 8 we are
* were not of a very high standard dissatisfied withthe ®__ that the
* areduction of university provided.

* which we recently attended

* Please send us

* a deposit of

* which is not the correct price

* but | am afraid there is a mistake

* standard of service 5 Look again at the emails in 1 and 4. Do they
« Allin all include any exclamation marks (!)? If not, why not?

Yours sincerely,

Ya Xi

Look again at the emails in Expressions. Find
more examples of seem, appear, charged,
and nouns used to talk about mistakes.

r I N O S S S G S G I B S S S e . . ‘
Language box | Lesson record |
To complain, we often use the verbs seem and 1 3new words 3 useful phrases |
appear. 1 from this lesson from this lesson 1
There seems to be something wrong. [ ORI [N S R AS—G———
You appear to have charged us €15,000 1 2 2
|nsf90d Of €14'(ml sesssrsacasesnsrassinrnantinn RN RR SRR e RS R RS R SR e RS R R bt s sa R b a e I
Usa mese nouns *o tolk ubout mlstakes: I 3 LT ST T T TP PT TP TTT Ty 3 ISR aN IS IS I ItERTEIFINREERAIRRR IR R s AT At assaRRIR NGRS RRRES NN l
| found two mistakes I he bill A T Gu— |
We think this must be an error. 1 i
Charged is a common verb used to talk about I I
the wrong amount of money: i |
We feel that you have charged us too much. 1 1
Look I i
i {
1 i
' i
L &
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Instructions

"1 Look at some of these emails quickly and
answer the questions.

1 Who is David Stoner?

2 Who is Kim Ho?

Why are these two people emailing each

other?

2 One of the emails does not belong in the
sequence. Which one? Why not?

walls?

3 Discuss the questions below with your
teacher.

1 Which of the photos 1-6 has Mr Stoner
decided to buy?

2 What expressions show that this sequence
is polite but friendly?

3 How do the emails change as the
seguence progresses?

4 In your culture, is it normal to be more
direct or less direct than the two people in
this sequence?

3 Do workers in your office decorate their
working space in some way? How?

4 Tell your teacher about an email sequence
you have been involved with.

5 Imagine that you are Kim Ho and your
teacher is David Stoner. Role-play the
negotiation with your teacher as if you
were on the telephone.

f
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Starter
left

fell  took met
got  parked

looked

Pt s sald DO flew 5 : ITALIAN FOOD
rang built invited 5 | |

arrived

paid  called lost

had came offered

told started
wanted
caught won

drove o thought

1 @E@the regular past simple forms.

2 Tell your teacher the infinitive of the irregular
past simple forms.

We use the past simple to describe actions
completed at a definite past time. Regular
verbs form the past by adding -(e)d to the
infinitive.

clean - cleaned  arrive - arrived

Note: stop - stopped  study - studied
Irregular verbs have different past forms.

write - wrote  buy - bought  teach - taught
The past simple of be is was or were.

It was a beautiful day.

We weren't late today.

We form the negative with did notf and the
infinitive:
| didn't walk to work today.

He didn't go to the meeting yesterday.

grammar
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PIN numbezrs

To make our lives even more
difficult, banks are now
recommending not using your
date of birth as a PIN number. One

unfortunate cardholder, who used

his birthday as a PIN, had his bank
card stolen along with his driving
licence and all the other
documents contained in his
wallet. When the thieves entered
his date of birth as a PIN at a cash
machine, they managed to
withdraw nearly €5,000 from his
account. His bank says they will
not return his money because he
chose the wrong PIN. A further
mistake this cardholder made was
to use the same PIN for all of his
cards. An Internet security survey
discovered that people often
choose the same PIN for all their
cards, although more women than
men do this. The same survey also
shows that eight out of ten people
never change their PIN, although
all banks suggest changing it at
least once a year.

But how is it possible to
remember so many different
numbers? A group of leading
psychologists has made a list of
some useful suggestions for
choosing and remembering PINs,
some of which are listed below:

e Divide your PIN into two parts
and choose two significant
events, for example the years
of Elvis Presley’s and John
Lennon’s deaths (7780).

Glossary

OVER YOUR
2

PIN THIEVES
OPERATE

IN THIS AREA

REMEMBER ., KEEP YOUR F

e Choose numbers which mean
something to you, like your
age when you had your first
child, or your mother's house
number (2831).

e Think of a phrase where each
word has the same number
of letters as the one you need
to remember. For example,
you could use: Don't (4)
forget (6) your (4) PIN (3) to
remember the PIN 4643.

e Close your eyes and imagine
yourself writing the number
in red ink on white paper.

Internet security protecting secret information online
psychologist a person who studies the mind and how

It works
phrase a group of words used fogether

visualize when you imagine a picture in your mind
keypad numbered buttons that you can press on a

cash machine

SECRET

® Visualize the pattern the
digits make on the keypad.
Your brain can remember the
position of the buttons even
if you are not sure of the
numbers.
And one last piece of advice: be
extremely careful, if you receive a
call about your PIN number, if
your cards have been stolen.
Credit card companies and the
police will never ask you for your
PIN, so do not give it to anyone on
the phone.

business one : one
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